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Customizing a Site

New Site

NOTE: These need to be configured 

before they can be used
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Customizing a Site

 A Unit Site Page is based on a specific layout template that has certain elements available 

immediately. Each of these elements is referred to as a web part.

• Title

• Photos

• Area to add Links to other areas within 

your site, areas outside your site or outside 

of Marines.mil, documents, and images

• Area to add Points of Contact for your site

• Area for Page Content including an image

• Area for News

 Additional Pages for specific Unit Information. Each page contains

specific web parts.

• Mission

• News

• Units

• Press Releases

• Photos

• Links

• POCs

 Additional components can be added to a page by Clicking Add a Web Part in the page and 

section you want to display the information
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Customizing a Site –

Working with Web Parts

 Several key types of web parts

• Under Default
 Content Query Web Part – displays 

a dynamic view of content on your site

• Under Miscellaneous
 Content Editor Web Part – allows 

you to add text and images to your 

site

• USMC Web Parts – set of 

preconfigured web parts specific 

to Marines.mil

 Each Web Part has a set of 

configuration parameters that 

vary based on the type of web 

part
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Customizing a Site –

USMC Web Parts

 USMC Specific Web Parts
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Customizing a Site

 Several changes need to be made to a new site

• Modify the Title

 News and Press Release Pages require modifications to the Content Query 

Web Parts in order to work correctly

• News Page

 Delete the Unit News Web Part

 Add USMC irCQWP News Web Part from USMC section

 Move USMC irCQWP News Web Part below the News Spotlight Web Part

 Modify the content query, presentation, & appearance for USMC irCQWP 

News and News Spotlight Web Parts

• Press Release Page

 Delete Unit Press Release Web Part

 Add USMC irCQWP Press Release Web Part from USMC section

 Move USMC irCQWP Press Release Web Part below the Unit Press Release 

Spotlight

 Modify the content query, presentation, & appearance USMC irCQWP Press 

Release Web Part and Unit Press Release Spotlight Web Parts

• Photos Page

 Modify the content query, presentation, & appearance for Photo Web Part

NOTE: List of exact changes for 

each are in the Reference Section
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Customizing a Site –

Modify Navigation & Site Title

 Global 

Navigation 

refers to Top 

Menu Bar

 Site Navigation 

refers to Side 

Menu Bar

1a. Click Site Actions Drop Down

1b. Click Site Settings

1c. Click Modify Navigation
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Customizing a Site –

Modify Navigation & Site Title

1i. Click OK

1d. Check Show Subsites and/or

Show Pages

1e. Determine Sorting

1f. Determine Global Navigation

1g. Determine Current Navigation

1h. Determine Navigation Editing 

and Sorting

NOTE: Edit UNIT 

HOME to be the 

name of your site

NOTE: Always 

use the same 

navigation items 

as the parent site
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Customizing a Site – Modify Page

1. Click Page to modify

NOTE: Name Changed

NOTE: Can also navigate via View All Site Content
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Customizing a Site – Modify Page

NOTE: When editing pages Show Page Editing 

Toolbar should be selected from Site Actions. After 

Selecting the page must be refreshed to show 

toolbar.
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Customizing a Site – Modify Page

NOTE: Page Editing Toolbar. Options 

will vary depending on rights.

2. Click Edit Page
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Customizing a Site – Delete Web Part

 Several Changes 

must be made to 

the News Page

• Unit News 

Web Part must 

be deleted

• New News 

Web Part 

Added and 

Configured

• Spotlight News 

must be 

configured

 Additional changes 

to make

• Title

• Page Content

3. Click Edit drop down of web part to delete and

Select Delete
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Customizing a Site – Add Web Part

4a. Click Add a Web Part in the zone to add
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Customizing a Site – Add Web Part

4c. Click Add

4b. Check Web Part(s) to add

NOTE: Scroll down to the listing of USMC Web 

Parts. Multiple web parts can be added at one 

time by checking more than one.

• USMC irCQWP News replaces Unit News

• USMC irCQWP Press Releases replaces

Unit Press Releases



UNCLASSIFIED

UNCLASSIFIED 14

Customizing a Site – Moving Web Part

5. Drag Spotlight News and

drop above USMC News

NOTE: Added Web Part USMC News

NOTE: Click and hold mouse button 

on web part to move. Drag to new 

location
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Customizing a Site – Modify Web Part

NOTE: Order Changed

6a. Click Edit drop down next

to web part to configure

6b. Click Modify Shared Web Part
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Customizing a Site – Modify Web Part

 There are several sections that can be configured in a 

Web Part. The sections will vary depending on the 

type of web part
• Specific to Type of Web Part

Content Query Web Part

• Query

• Presentation

Content Editor Web Part

• Content Editor

• Same for all Web Parts

 Appearance

 Layout

 Advanced
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Customizing a Site – Modify Web Part

 Content Query Web Part

• Query

 Source

• Show items from the following list

• Browse to Page Library for site you 

are on 

 List Type

• Pages Library

 Content Type

• Show items of this content type 

group: Page Layout Content Types

• Show items of this content type: 

“Select Type from drop down” i.e. 

News, Press Releases, etc

 Audience Targeting
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Customizing a Site – Modify Web Part

 Content Query Web Part

 Additional Filters

• This can be customized depending on 

what you want to display i.e. date range or 

author, etc
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Customizing a Site – Modify Web Part

 Content Query Web Part

• Presentation

 Grouping and Sorting

• Items can be grouped by any column. Column 

choices appear in drop down

• Items can be sorted by any column. Column 

choices appear in drop down

• Number of Items to be displayed can be limited 

or all items can be displayed

 Styles

• Group style will format how the group header is 

displayed. Choices appear in a drop down

• Item style will format how each individual item is 

displayed. Choices appear in drop down

 Feed

• Enabling feed for this web part will allow 

Home Page Administrators to add your 

feed to the home page if they so desire
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Customizing a Site – Modify Web Part

 Content Editor Web Part

• Content Editor

 Rich Text Editor 
• Word type editor

• Can create in Word then copy and paste 

into editor

• If you want an image to appear, must be 

uploaded into image library first link to 

image

 Source Editor used if you want 

to type or copy HTML source 

code

 Content Link used if you want to 

link to existing text
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Customizing a Site – Modify Web Part

 Appearance
• Title to appear above data

• Height and Width should not be 

modified. This will affect the automatic 

sizing of the page based on user 

screen resolution and minimize and 

maximize

• Chrome State should always be 

normal

• Chrome Type

 Title and Border

 Title only

 Border only

None
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Customizing a Site – Modify Web Part

 Layout
• Hidden can be used if you do not 

want an end user to see the web 

part yet

• Direction not used

• Zone allows you to move to 

another zone that exists on the 

page

• Zone Index is the order the web 

part appears in the Zone
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Customizing a Site – Modify Web Part

 Advanced
 End User capabilities. These are usually unchecked if you do not 

want users to be able to create a personal view

 Allow Minimize

 Allow Close

 Allow Hide

 Allow Zone Changes

 Allow Connections

 Export Mode

 Do not Allow

 Export All Data

 Non-Sensitive Data Only

 Rarely Used

 Title URL

 Description

 Help Mode

 Catalog Icon Image URL

 Title Icon Image URL

 Import Error Message

 Target Audiences

6c. Click OK when finished modifying web part
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Customizing a Site – Check In / Submit

 When finished customizing 

page:

• Check in for others to 

Review

or

• Submit for Approval

NOTE: There are two 

ways to Check In a page. 

Either the button at the top 

of the page or from the 

page menu

7. Click Check In
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Customizing a Site – Check In / Submit

7c. Click Draft if you want others to 

review first or Click Publish if you 

are ready to have approved

7d. Check Yes to keep the 

document checked out after 

checking in this version (only 

works if Draft is selected in 

7c

7f. Enter OK

7e. Enter Comments
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Customizing a Site – Check In / Submit

NOTE: If you are an 

approver you will see 

Approve and Reject 

buttons. 
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Customizing a Site – Check In / Submit

8a. Click Drop down

8b. Click Approve/reject
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Customizing a Site – Check In / Submit

8c. Click Approved or Rejected

8d. Enter Comments

8e. Click OK



UNCLASSIFIED

UNCLASSIFIED 29

Customizing a Site – Check In / Submit

8f. Click OK

NOTE: Depending on the type of workflow the site is using you may be 

prompted that the Content Approval Workflow is currently running and 

the workflow will be cancelled if you continue. Just Click OK.


